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Campus/CIHTS - Helpful Hints

Agenda

» CIITS Components

» Data Integration

» Account Provisioning (Roles)
» Job Categories

» Campus Reports Available

» Other CIITS information (not covered in presentation)

o Gradebook
o Roster Verification
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CIHITS Components

» Continuous Instructional Improvement System
(CITS)

> Instructional Management System (IMS)
- Educator Development Suite (EDS)

» Other Professional Growth & Effectiveness System
(PGES) components sometimes referred to as
“CIITS”

o Assist
- Edivate (formerly known as PD360)

» CIITS is technology platform that supports PGES.
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Instructional Management System
(IMS) Custom Roles and Inheritance

District Leadership
School Leadership

3 Materials
— Approver

iew Lesson SpEC ialist View Classroo Approve
materials for

Information /
Student
Performance

viewing by others

3

Test Item

Planner

Create Resources
in ‘My Materials’

-
3
View School
& District View Student
Groups

Dashboard
Analyst .
. ¥ Access Admin
Access Training & Instructional
Support Materials nstructiona Create/edit/
Materials
copy/delete test

items for district/
school

Use Report
Builder / Access
‘My Reports’ i
Assessment

Manager
Create/schedule
custom test for
district/school

Do not assign the District Leadership or

School Leadership custom role to
Superintendents or Principals.




Educator Development Suite (EDS)
Custom Roles and Inheritance

contnuous

TR a-‘*B Custom Role Functionality
Sietom oY et Educator Development Suite

Other Custom Role

School Roster

Manager

Manage Roster
Verification
Requests

| Specialist
|

I
| Recommend activities
and resources

CIITS District Leadership
CIITS School Leadership

View
student
voice results

Run PD
reports

EDS - CIITS
Manager

Manage
Caseloads

View teacher
PGP/Self-
Reflection

It is not necessary to assign the CIITS District
Leadership, CIITS School Leadership, or Leader

Evaluator roles to Superintendents or Principals.

View PD
profiles

Create/edit PD
activities and
resources

Leader Evaluator

View leadership Self-
Reflection

View/approve
leadership PGP

Custom Role Functionality
PD Planner

PD — CIITS Administrator
Delete activity or

View PD Register
session with data profiles Others for PD

3 5

PD - Facilitator PD — Create PD
Take PD session
attendance

Run PD
reports

Create/edit PD activities
and resources

Award PD session
activity

PD — Activity Reviewer

Review activity credit

Recommend activities
requests

and resources

Review activity proposals

Create/edit PD activities
and resources



Campus/CIITS Data Integration

» Student, Staff, and Course/Section
related data is extracted from IC and
loaded to CIITS

» Majority of data loaded weekly
- Data entered by 5:00PM on Fridays will be
available in CIITS the following Tuesday
morning
» Staff demographic and assignment
changes loaded daily

- Data entered by 11:59PM Mon-Thu will be
available in CIITS within one processing day

- (Ex. Data entered Mon will be in CIITS on Wed) .
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Campus/CIITS Data Integration
Shared Data

- Demographics - SSID, name, dob, address, guardians
- School/Course/Section enrollment

- Program (SPED, Gifted/Talented, LEP, Migrant, Title I)
- Behavior incidents

- Attendance

Student

- Demographics - Staff ID, name, dob, address
- Teacher, Leadership, Staff identifier

- Courses/Sections taught

- District/School assignments and roles

- District setup information (name, address, etc.)

G e n e ra I - School setup information (name, address, etc.)

- Calendar setup (school days, holidays)



Campus/IMS Data Integration

- Student

-demographics, school/section
enrollments, grades, program data,
behavior, guardians, attendance data

Weekly jusé

-demographics, assignments, sections
data

-General
- calendar days

-school data

- - Staff demographic changes (name, dob, etc.)
Dal Iy - Staff assignment changes

Roles determine what data a user can see in CIITS




Account Provisioning - Campus
Setup for CIITS Access

» Three requirements to be set up in IC for a
person’s CIITS account to be active

1. Valid kyschools.us email address
2. Active district employment record

3. Active district assignment record
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Set up email in IC

» Click path: Census>People>Demographics
» Must be a valid kyschools.us email address

Credentials I Overrides I _aProfessional Development FCPS I

SSSSSSS

Demographics ntil:iEI I-ImlsehnldEI Helatimtsliprsl Enrc

E Save X Delet n Summary Report ﬁ Demographics Data

Personal Contact Information

Other Phone

( } = X

Cell Phone

( } x|

Email

JohnDoe@franklin.ky=chools. us Mo
el



Set up district employment

» Click path: Census>People>District
Employment

» Ensure start date is earlier than current date
and end date is blank (or is in the future)

Credentials I Overrides I _aProfessional Development FCPS I _3Home Phone I _3FCPS Trainit
Demographics I Identities I Households I Relationships I Enrnlmen‘lEI District Employment I
[ save ¥ Delete | ] New

Employment Records
N ¥ 165 Fayette County (07/01/2011 - ]

Employment Information -
07z 1

Teaching Start £al Teaching ‘n’ear.s'. ifier

L3>
11

*Start Date End Date “



Set up district assignment(s)

» Click path: Census>People>District
Assignments

» Ensure start date is earlier than current date
and end date |s blank (or is in the future)

redentldsl ClrverlllEI Fi 1 D p FCPSI 3Home P hnnel DFCPSTramngI ‘Feﬁl S Enr Oh
Demogra| Il|3| I‘lEI'ItItIEI “ﬂl.lSEhllll‘.lSI Relatlnnshpﬁl rnllnenisl District Employme istril:tﬁstsignn'lenisl

[ save 3 Delete [ ] New

[=J--E® Harrison Elementary School

- By NS

Employment Assignment Information
School Department

Harrison Elementary School
*Start Date End Date

h?mwzmzk “ﬂ - SO,
Type FTE of ignment Code %‘z

01:Teacher - Assignment

&
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Setup District/School Email

» The Superintendent / Principal email for each
district / school should be set up to provision
them the default Leadership role

» District (Superintendent) click path:
System Administration>Resources>District
Information>Email field

» School (Principal) click path:
System

Administration>Resources>School>Principal
Email field
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CHTS Default Roles

- Email address on users demographic setup matches email
address on district/school setup

- Type 01: Teacher on district assignment with the latest (or
open-ended) district assignment record

- Type other than 01: Teacher (or blank Type) on district
assignment with the latest (or open-ended) district
assignment

Note: If a person has two district assignments, one S,

with Type 01 and one with a differing type, with equalj%

end dates, then they will have a Teacher default role, rs-
provided they are not Leadership.



CHTS Custom Roles

EmploymentAssgimertniomation » Assigned through the Title
e field when setting up
0710212013 7] B E— -4 district assignments
oS [ Assignment | CITS Distict Assessmen ianager “I——) Users may be assigned
01 Teacher CITS Distict aterials Approver - multlple custom roles
02:Administrator Cirs D:lstr?ct Specialist ) . 1 . . ”»
03:Counselor CITS District Test kem Admin 4 Only aSS|gn DIStI’ICt
04:Support TS Schoal Asesesment Hanager custom roles at the district
05:Spoech Therapist TS School Leadershp Type : ( "
g?g;';r:r"a” E:gggzzgg:giﬂiﬁﬁ;pmwer A office and “School” custom
mbmunﬁiu = CITS School Specialist i roles at a school
) CITS School Test tem Admin . .
PD oS oS anager » If a person is assigned a
Ensure the Type is i e e “ryi Pal 2k
consistent across all of the " EEZElﬂiiﬁ‘m.:fsﬁm_m&" | DISt.I’ICt- C_UStOITl role at the
individual's assignments | | Po-CITS Creats PD - District _ dlSt”Ct, It IS unnecessary to
within a school o cme rac e = assign them that same

custom role at each school
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Job Categories

» Define which evaluation
framework should be assigned.
Multiple assignments require
‘Evaluation Override”

designation.
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Changes for 2015-2016

» Job categories will be used to align certified
staff* to eligibility groups in CIITS.
*Principals/Assistant Principals, Teachers, Other
Professionals.

» Job categories will be derived from the
Type/Alt Type value and (if set) Evaluation
Override on a person’s active assignments in
IC.

» Job category extraction for staff will begin
with new year rollover (end of June 2015).

rrrrr
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IC Type/Alt Type overview

» Type/Alt Type is located on the District
Assignments tab in IC.

» Will be used to determine a person’s job
category in CIITS.

» Must be the same on all active assignment
records within a school, but may be different
between schools (consistent with EPSB
requirement).

» Not all Type/Alt Type values will be aligned to
a job category.
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Type/Alt Type alignment to Job

Categories

IC Assignment Record:

Employment Assignment Information
School
DEWITT ELEMENTARY SCHOOL

*Start Date End Date
11102014 H H
Type FTE of Assignment
| O7:Other v

Alternate Type
| |5C: School Instructional Specialist'Coach ¥

IC Type

01 - Teacher

02 - Administrator
03 - Counselor

05 - Speech Therapist
06 — Librarian

07 / REH: Rehabilitation Counselor

07 / SOW: Social Worker

07 / PSY: Psychologist

07 / OCC: Occupational Therapist

07 / PHT: Physical Therapist

07 / REC: Recreation Therapist

07 / SPT: Speech Therapist

07 / ISC: Instructional Specialist/Coach

Principal (identified by email)

IC ‘“Type’ value and corresponding CIITS job category

CIITS Job Category
Teacher

School Administrator
Guidance Counselor
Therapeutic Specialist
Library Media Specialist

Guidance Counselor

Guidance Counselor
Psychologist

Therapeutic Specialist
Therapeutic Specialist
Therapeutic Specialist
Therapeutic Specialist
Instructional Specialist / Coach

Principal




Type/Alt Type values not aligned
to a Job Category

» 04 - Support

» 07 - Audiologist

» 07 - Interpreter

» 07 - Other Non-Professional
» 07 - Other Professional

» 07 - Teacher Aide

» 07 - Work Study Coordinator

rrrrr
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Key Business Rules

» Each person will be aligned to only ONE job
category; this job category will be used system-
wide in CIITS / EDS.

» A person’s job category will be aligned to each of
their active school assignments (i.e. if person’s
job category is Psychologist, they will be
considered a Psychologist in every school which
they have an active assignment).

» Staff aligned to a job category may be evaluated
in any school that they have an active assignment
(can choose which school in CIITS/EDS).

ég“\' 0”(0
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Key Business Rules, cont.

» When determining a person’s job category:
> Only active assignments records will be considered.

> Only assignments in schools will be considered
(PGES is a school-based system).

- Persons identified as the principal (email match) will
receive the principal job category even if Type/Alt
Type setup is not correct.

> Districts may override the Principal job category
using Evaluation Override.

rrrrr
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Evaluation Override

» New field on the District Assignments tab in IC.

» Used to identify which Type/Alt Type value to
use to align the person to a job category if
person has differing Type/Alt Type values
between schools.

D0 00 For staff with differing
Lynn Camp Schools DEWITT ELEMENTARY SCHOOL Type/AIt Type values

*otart Date End Date *otart Date End Date

0811012014 73] 0810512014 [ between schools, use
e FTE of Assia [Type FTEofAssi the Evaluation Override
01 Teacher v D& Librarian v field to identify which
Alternate Type Aernate Type value to use to

i Fre i align them to a

gadmng rir - Ea0INg rir : JOb Category.

Evaluation Override Evaluation Override S0

01:%es ¥ e
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|C Data Setup Issues

» IC Data setup issues need to be resolved for a

person to be aligned to a job category.

> 1 - No district employment record

- 2 - No assignment in any school

- 3 - Conflicting Type/Alt Type values within one
school

- 4 - Evaluation Override set on more than one
Type/Alt Type value

- 5 — Evaluation Override needs to be set

- 6 - Evaluation Override set on ineligible Type/Alt
Type value

- 7 - Not aligned to eligible Type/Alt Type value

Q‘“w (”I(o
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Current Breakdown of Issues (Exceptions)

(Staff with no designated Job Category - All Districts

Exception Code

E1: No active district employment record
E2: No active assignment in any school

E3: Conflicting Type and/or Alt Type values within
one school

E4: Evaluation Override set on more than one
Type/Alt Type value

E5: Evaluation Override needs to be set

E6: Evaluation Override set on ineligible Type/Alt
Type value

E7: Not aligned to eligible Type/Alt Type value
(Includes classified staff)

Note: One person may have multiple exceptions codes. 683
persons have more than one exception code;

reflected in count above.
*Data as of 1/26/2015

Distinct

Staff*
1,828
4,244
1,671
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Resolving Exceptions

» New report “CIITS Job Category Exception”
report in district IC sites Feb 12.

» ldentifies staff who will not receive a job
category due to data setup issues on one or
more of their active assignment records in IC.

» Exception code(s) will identify what the data
setup issue is.

» Districts should begin reviewing report now
so that issues are resolved by May.

rrrrr
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CIITS Job Category Report

» May be run for staff in one school or entire
district.

» Output results in .CSV (Excel) format.
» Example:

A B C D E
1 personlD lastName  firstName middleName jobCategory
2 12456 Duck Daffy Jay Library Media Specialist
3 1111 Duck Donald  Bob Teacher
4 23445 Mouse Mickey  Bob Teacher
5 67890 Mouse Minnie  Jo Psychologist
6 2222 Squarepants Sponge  Bob Guidance Counselor
7 3333 White Snow Marie Principal

nnnnnnn
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Quick Reference Cards (QRCs)

» Correcting CIITS Job Category Exceptions QRC

- Two page QRC; details steps necessary to correct
each exception code appearing on CIITS (EDS) Job
Category Exception Report.

» Job Category Setup for Certified Staff QRC

- Two page QRC; details steps necessary to set up
certified staff according to data standards to
receive appropriate job category in EDS.

ENT
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http://education.ky.gov/districts/tech/ciits/Documents/QRC-Job_Correcting_CIITS_Job_Category_Exceptions.pdf
http://education.ky.gov/districts/tech/ciits/Documents/QRC-Job_Category_Setup_Certified_Staff.pdf

Campus - Custom Reports

Kentucky State Reporting Quick Reference
(Rev. 2/18/2015)

Path

Report Name

Report Description

KY State
Reporting >
KDE Reports

CIITS Job Category

The purpose of this report is to show staff and their derived job category. A
person’s job category will determine the evaluation framework and sources of
evidence (Self-Reflection, Professional Growth Plan, etc.) that a person will receive
in CIITS. The job category shown on this report is based on the values selected in
the Type/Alternate Type fields on the person’s active assignment records. The
Evaluation Override field is also taken into consideration when determining a
person’s job category.

The report may be run for staff in all schools (by selecting “All Schools” in the
toolbar above) or for a specific school.

KY State
Reporting >
KDE Reports

CIITS Job Category
Exception

The purpose of this report is to show staff who will not receive a job category in
CIITS due to incorrect Type/Alternate Type setup on one or more of their active
District Assighment records. The report may be run for employees in all schools (by
selecting “All Schools” in the toolbar abowve) or for a specific school. This exception
report will only show employees who will not receive a job category due to a setup
issue. If an employee appears on this report, review the employee’s active District
Assignment records to correct the issue.

Mote: Only certified staff who will be evaluated need to be aligned to a job
category.

Classified staff who will not be evaluated do not need to be aligned to a job
category. Disregard exception codes appearing on this report for classified staff
who will not be evaluated.

KY State
Reporting >
KDE Reports

CIITS Roles

This report lists people who currently have user rights to CIITS. If a user is on this
report who should not have rights, an appropriate end date should be entered.




CIITS Login Support

CIITS Alerts and Motifications
CIITS Forms

CIITS Help

CIITS Instructional Resources

CIITS Login Support

CIITS Metrics and Reports
CIITS News
CIITS Support Materials

CIITS Training

CIITS Login Support

Published: 3/10/2015 1:13 PM

This page contains information that will help you access CIITS.
There is also documentation that will assist you in setting
up individuals and assigning roles in Infinite Campus.

If you are new to CIITS
Begin by reviewing the Login Quick Start Sheet.

District User Access

Districts users need to be set up in Infinite Campus to gain access to
CIITS. The KSIS point of contact in your school or district can assist
in setting you up correctly.

Your "kyschools.us" email address will be your CIITS username. Your
personal or home e-mail address will not work for logging into CIITS.

Once you receive your temporary password and log in for the first
time, you will be required to change your password.

You will need a separate KET Encyclomedia: Discovery

Education user name and password to access instructional materials
in CIITS. If you do not have this login information, click on the link
to KET Encyclomedia above and choose "register”, select your
district from the dropdown, and fill in the requested information.

If you believe you need greater access to CIITS than you are
currently granted, please submit the CIITS District User Access
Request form to your district or school KSIS point of contact.

KDE Employee Access
Most KDE employees will have access only to standards and
aggregate data in CIITS.

If you do not have access to CIITS and believe you need it for your
job, or think you need greater access, submit a KDE Employee
system access request.

Education co-op, educator preparation program or affiliated
education groups
You have access to CIITS through the District 175 Project. This is a

Educator Access Onl

If you experience an issue logging into CIITS,
please contact the CIITS Help Desk:

CIITS Help Desk
Phone: 1—855-HELP4K’Y@

Email: ciitshelp@schoolnet.com
Hours: M-F 8:00am-6:00pm EST

User Setup in Infinite Campus for CIITS access:

= Setting up district staff in IC
* Setting up Other Professionals for pilot year
* Detailed User Setup Guide

Roles Information:

* Custom Roles Diagram
* System Functionality by Role
* Screenshots by Role

Related Resources:

* Access Request Forms

= Options for populating email addresses in IC

* Selecting default institution/updating password in
CIITS

Kenutucky Dessratn or Eneatios


http://education.ky.gov/districts/tech/ciits/Pages/CIITS-Login-Support.aspx
http://education.ky.gov/districts/tech/ciits/Pages/CIITS-Login-Support.aspx

Assigning CIITS Roles Guide

CIITS Alerts and Motifications CIITS SU ppOI‘t Materials H
o
CITTS Eorms Published: 2/17/2015 3:32 PM Contal ns _Scree nShOtS _and
CuTS Help specifications for setting up
CIITS Instructional Resources Thet C¥I|TS tE‘puipclnr‘tlp;ge contiins modt::e sup:)tzlrt . req u I red d ata fo r CI ITS
CIITS Login Support ma enrz:: 5, ic ;'u.c? ou:men s, support escalation scripts, an
support contact information.
CIITS Metrics and Reports acc 0 u n t s
Support Materials
CIITS News General . Em a.l I
CIITS Training * Mew School Year Resource Guide ‘ DIStrICt Employment
e Infinite Campus-CIITS Data Refresh Cycle Information . . . . .
« KY Implementing Scanning Initiatives Guide ¢ DIStrICt ASSIgnments (lnCIUdlng
s CIITS Gradebook Submissions Guide CI ITS cu StO m ro I e S)

Infinite Campus-CIITS Data Mapping

Options for populating email addresses in IC o AVB.I Iab I e on the C I ITS S u p po rt

Selecting default institution/updating password in CIITS

User Setup in Infinite Campus for CIITS access M ate rl aI S pag e
+ Setting up district staff in IC Home>Districts>District/School

¢ Setting up Other Professionals for pilot year
. Detailgd LljserSetup Guide Y SU ppOI’t>T€ChnO|Ogy>C”TS

# Setting up Contributing Professionals

CIITS Roles Information

* Custom Roles Diagram
* System Functionality by Role
* Screenshots by Role

* Other Professionals - Set Default Institution and Default Role ”
é‘“};”#d
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Questions?
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Other CIITS Information

2 To assist Campus
Administrators with questions
and set up
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Gradebook Import Process

CITS- Instructional
Management System

Infinite Campus -
Gradebook

Allows a teacher to send results from
test created in CIITS to IC gradebook

Express Test and Manually Created
test results may be sent to IC
gradebook

Test must be set up with a test
category of Send Test to Gradebook

Test must be scheduled and
administered for data to be sent

Data is sent nightly through a batch
(scheduled) process

SSSSSSS
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Example:

Set Up a CIITS Express

Test to send to IC Gradebook
» 1. Create an Express Test in CIITS

Assessment Admin Edu * Create an Express Test
hterials Create & Monitor Goald LR

Select the standards you want covered,
and an assessment will be created

Create < S

Tests, ltems
and Rubrics

, Passages,

You can edit the structure at any point.

Start Now

» 2. Choose Send Test to Gradebook in the
Test Category drop-down

Test Category

District Interim Assessment E

Score Type

rrarnd Qtandarde

District Interim Assessmeni

School Interim Assessment -

Common Classroom Assessment

My Classroom éwiszz,,

Send Test to Gradebook A
s

SSSSSSS
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Example of Imported Data

Create: Express Test

Test Name*

Subject”

Grade Level*

INSIUTION Source

Test Category

Score Type

Preferred Standards
Document

Exponents and Radicals Unit Test

- Choose & subject -

Send Test to Gradebook E|
Total Score [=]| @

ACT QualityCore™ Course Stqx |

7087Q1-9 Extended Math
Teacher: Todd Haydon

{ {Assignments |
() Assignment List [ save [ Save & Score [ Save & Create New Ass

“=ignment Detail
. - 4092

ponents and Radicals Unit Test

*Abbreviation 44350

Type Unscored Activity
@ Scored Assignment
Test Strand -
Notes Cutting and pasting from third party products, e.q., Microso

&RY Chy,
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Example of Imported Data

~ Test Properties

Test Category
Send Test to Gradebook

GGrade Range
06 - 06

Score Type
Total Score

Subject
Mathematics

Freferred Standards Document

ACT QualityCore Course
Standards - Algebra |

ltems
7

Foint Value

Standards

aelect which standards get this assignment.

Standard| Scoring Type

*Total Pts

Multiplisr

Grading Tasks

Select which grading tasks get this assignment.

Create scoring alignment(s) to Grade Boeok by =electing from the

Grading Task

Scoring Type| *Total Pis

*Multiplier

" Quarter

- |i Midterm Frogress
(¢ _JCIms Tests

15




Example of Imported Data

Test Settings

Start Date:* 09/21/2012 start date,
End Date:* | 09/25/2012 n end date
Score Due Date:® 09/25/2012

D Prevent the students from accessing the te

esults until er the end date

Section Placement
Select which sections get this assignment.

Active | Hide
Section Date *5eq Student Group

[ 70870Q1-3 Extended Math

[¥| 7087Q1-9 Extended Math ] | 092172012 5] | o9rzs2012 [75] | 1.00 No Groups

|| 7087Q11-14 Extended Math




CHTS-IC Gradebook Submission
Guide

- Contains screenshots and specifications for
setting up required data for CIITS data to be
imported to IC gradebook

> Available on the CIITS Support Materials page:

Home>Districts>District/School Support>Technology>CIITS

CIITS Communications CIITS SU ppﬂl‘t Materlals
CIITS Forms Published: 12/19/2013 2:10 PM
CIITS Help The CIITS Support page contains module support

materials, technical documents, support escalatic

LLITE Deliniins scripts, and support contact information.

Resources
Support Materials

CIITS Login Support General

CIITS Metrics and Reports
CIITS FAQs

L]
CIITS Support Materials e Locating Student Data after End-of-Year

CIITS Training s New School Year Resource Guide
s KY Implementing Scanning Initiatives Guide

Training Documents

. L \
s Assigning CIITS Roles & Permissions through é‘“{;’”‘o
Infinite Campus }7&}
d'w- | T4
s CIITS Gradebook Submissions e “}/‘\}-N‘
PROFICIES
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Roster Manager Functionality

> Purpose: to ensure that the correct students are on a
teacher’s roster for EDS / Teacher of Record

- Teachers only verify sections for which they are the
primary teacher

> School Roster Manager - custom role which may be
assigned to one or more individuals

> Assign this custom role to KSIS person within each
school

> Person with School Roster Manager role will receive
roster verification requests from teachers

ENT
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Roster Verification

The primary teacher for the section verifies the roster

» Click My Account / Sections & Rosters

TRAINING SITE Continuous - 0 Welcome, JOHN! | KY Training Dis...~ | SignOut | My Account
'ﬂ Instructional ::
i1 Improvement —
# Technology S d a Studen
System SO

o School & District Data ~ Classrooms Assessment Admin | Educator Development

Standards and Instructional Materials Crea Goi Performance, PD

My Account: Sections & Rosters

Roles and Personal Email and Change Sections
Operations ~ Information | Notification | Password = & Rosters

» Click Verify student roster

Roles and Personal Email and Change Sections
Operations ~ Information = Nofification = Password =~ & Rosters

Current Year | All Years | 2011-2012 | 2010-2011

Order Section Roster Status Actions
1 Adv English-4 - LOGAN section 1 25 Students Mot Verified Verify student roster ‘—
Request removal of entire section
Grade(s). 11-12
School: Henry Clay High School
Year: 2012-2013

Primary Teacher. County, Jefferson "
Department: English/ Language Arts Q‘“ (Il[(o

Content Area(s). -
Report incorrect content area(s) %

P:mﬂr.lsnrr ﬂ- inns.n m
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Roster Verification - Remove Student

The primary teacher for the section verifies the roster

» 1. Review roster and click Request
Removal icon for any students who
should not appear in the section

Student Remove

Vg

BARNETT, EMILY #¥ Request Remova




Roster Verification - Remove Student

The primary teacher for the section verifies the roster

» 3. The roster displays the student’s name
crossed out and as “Pending Removal”

Student Remove

r'e

Dfem il D1 LY Pending Removal

&RY Chy,
%
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Roster Verification - Add Student

The primary teacher for the section verifies the roster

» 1. Click Request Addition

Request Addition

» 2. Enter the student’s name and student ID;
click Submit

Request Addition

Student Name (Last, First)* Student ID

Smith, John 1234567890

Date /

mm/ddinyyy Cancel
&RY Chy,
& ¥ ©
N
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Roster Verification - Add Student

The primary teacher for the section verifies the roster

» 3. The roster displays the student’s name
with a “+” and as “Pending Addition”

+ Smith, John Pending Addition
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Roster Verification - Submit

The primary teacher for the section verifies the roster

» Click verification checkbox and click Submit

ﬁajh verified the roster and requested adds and drops as appropriate

=3

» The roster status is updated

Section Roster Status

V'

Adv Eﬂg|i5h-4 - LOGAMN section 1 29 Students Roster verified 12/16/2013
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Roster Update

The School Roster Manager will perform these steps

» 1. Click User Management

Welcome, Principal10! Sign Out My Account Help

Find a Student GO | :’
User Managemen

» 2. Click Enrollment Change Requests

User Management

Manage Users Roles
View and edit existing users, and View, edit, and add user-defined
add new users to Schoolnet. roles.

Operations

View user operations.

Enroliment Change
Requests

Manage requests for enroliment
changes.
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Roster Verification Process

The School Roster Manager will perform these steps

» 3. Make update to section roster in
Infinite Campus

» 4. Click Done

Date of Should Requested Request
Action Add/Drop Student Currently In be In by Date » Reason Done?
Drop 12/16/2013  MOORE, General English-4 - LOGAN County, 12/16/2013  Student is
MICHAEL (2012_165 039 50950352 96499 4) Jefferson not in my
10 class.
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Roster Verification Resources

> Quick Reference Cards and Video
Home>Districts>District/School Support>Technology>CIITS

CIITS Communications Educator Development Suite (EDS) Module
ST Fnlrms « PGES Field Test Resources

CIITS Help S + Caseload Management

CUTs Drslisirs s Completing Self Reflections

Resources

+ VIDEO: Assigning Teacher({s) of Record

SR EE] Te L LTS s Verifying Rosters

CIITS Metrics and Reports

: + Managing Roster Verification Requests ff—
CIITS Support Materials -
s VIDEO: Verifying Rosters e

CIITS Training




